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[Insert Date]

[Insert Complainant’s First and Last Name]
[Insert Mailing Address]
[Insert City, State, Zip Code]


Re: Complainant First and Last Name vs. Agency Name 
Insert Case Number

Dear [Insert Complainant’s First and Last Name]:

	The [Insert Agency’s Name], Office of Equal Opportunity has completed its investigation of the above referenced complaint in accordance with the State Personnel and Pensions Article (SPP), § 5-212. In your complaint, you alleged that you were subjected to [insert the issue and basis].

	The investigation included a thorough review of your complaint, the response submitted by the Respondent, information obtained through interviews, and documents submitted by the parties. Based on this investigation, it is concluded that the evidence of record [does/does not] support findings of violations.

	If you are dissatisfied with this decision, you may file an appeal in writing, within 10 days upon receipt of this letter, to Nicole Webb, Statewide EEO Coordinator, Department of Budget, and Management, at 301 W. Preston Street, Room 607, Baltimore, Maryland 21201.

	For additional information regarding your rights to pursue this matter, you may contact the following agencies:

	Maryland Commission on 
Civil Rights (MCCR)	
6 St. Paul Street, 9th Floor
Baltimore, Maryland 21202	
(410) 767-8600
	United States Equal Employment Opportunity Commission (EEOC)
31 Hopkins Plaza, Suite 1432
Baltimore, Maryland 21201
(410) 801-6685



	Please be advised, it is illegal to retaliate against any employee who files a complaint of discrimination or participates in an EEO investigation. If you feel that you are the subject of any retaliatory actions, please contact [Insert Agency’s Name], Office of Equal Opportunity at [Insert email and telephone number].


							Sincerely, 


							[Insert First and Last Name]
							Agency Secretary


cc: [Insert Agency’s Assistant Attorney General]
      [Insert Agency’s Fair Practices Officer]
      [Insert Agency’s EEO Officer]
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